Role:
Functional Area:

SYSTEM

Title: Correct Reported Time
Timekeeper

Time Tracking

Correct Reported Time

Use this procedure to modify time that was enter
delete time entries, or make other changes.

Notes:
[ )
e Approved time off entered on the timesh
e If you correct time in a timesheet that ha
change to be approved.
e Your timesheet and all corrections shoul
ensure timely submission.
Procedure:

ed incorrectly, add time that was previously omitted,

You can modify timesheets for the current pay period and gne previous pay period.

eet must be corrected on the Time Off calendar.
s already been approved, you will have to submit the

d be submitted by the last day of the pay period to

1. Search for the employee.

-{L.\-r'

Tip: To find an employee...
[ ]

icon, OR

¢ Find the employee in their as

Type the employee name or employee ID in the Search field. Then, click the Search

signed Supervisory Organization on the Members tab.

2. Click the Related Actions and Preview “““ icon next to the employee's hame.

Employee Related Actions Menu

Search Results

Common

Power Girl (TTE10022) &3
Non Exempt | SPS TT Training - S

Actions

Business Process
Tip: try selecting another categor Compensation
Job Change
Organization
Payment
Personal Data
Talent
Time and Leave

Worker History

Favorite
Integration IDs

Security Profile

Calculation

Enter Time for Worker

Review Time by Week for Worker
Submit Time

View Time Calendar

Enter Time Off

View Time Off

View Schedule for Worker nﬁ B ~
View Time Off Balance
View Time Off Results by Period
View Calculated and Override Balances ot
View Carryover Balances
Address

Place Worker On Leave
View Leave Results
Assign Work Schedule Preston Street

Battimore, MD 21201 United

States of America

Job
Organization SPS TT Training - State Regular
Employees
Business Title Non Exempt
v

Manager Elisha Archibold (W0999904)[C]
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Title: Correct Reported Time

c Role: Timekeeper
Functional Area: Time Tracking
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3. Inthe menu, hover over Time and Leave and then click the Enter Time for Worker hyperlink.

Enter Time for Worker

Enter Time for Worker

Worker * | X Power Girl (TTE10022) =

Date % |12/3/2015 £

4. In the Date field, enter or select a date for which you want to correct a time entry.

5. Click the OK “ button.

Enter Time Page

Enter Time Power Girl (TTE10022) &a

Total Hours 38 Wed Thu Fri Sat Sun Mon Tue
6 8 8 0 0 8 8
Week Dec2-8,2015
Wed, 12/2
2items ?
o *Time Type In Out Out Reason Qua
@ X Non-Exempts: Regular = 08:00 AM 12:00 PM Meal v
© Non-Exempts: Regular 01:00 PM 03:00 PM Out
< >
v Thu, 12/3
2items ?
o *Time Type In Out Out Reason Qua
S X Non-Exempts: Regular = 08:00 AM 12:00 PM Meal v
@ Non-Exempts: Regular 01:00 PM 05:00 PM Out
< >
Next Cancel (V]
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Title: Correct Reported Time
Role: Timekeeper
Functional Area: Time Tracking

SYSTEM

6. To update or correct the entries on the timesheet, use the procedures in the Timesheet Entry
Procedures table below:

Correction Procedures

Type of Time Entry Procedure

To update a field in arow... || 1. Click in the field that you want to update and change values as needed.

2. Enter a comment on the row that was modified.

To add time... _ [+ _ B _
Click the Add Row icon to enter time on a specific day in the week.

Enter/select values in the required fields:

Enter a comment on the row that was added.

A w D PR

Repeat the steps above to enter all blocks of time for each day of the
week, as needed.

=

Go to the Time Off worklet.

2. Then, click the Time Off Correction button. Refer to the Correct Time Off
job aid for details.

To correct approved time
off...

TG el i SriEed. . 1. Click the Remove Row ' icon to delete a row on the timesheet.

7. When you are done, click the Next | button.
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Correct Reported Time
Timekeeper
Time Tracking

Enter Time - Confirmation Page
€ Enter Time - Confirmation Power Girl (TTE10022) &8

Dec2-8,2015

IMPORTANT: You'll lose the time you just entered if you leave this page without saving

Daily Totals

Wednesday 8

Thursday 8
Friday 8
Saturday 0
Sunday 0
Monday 8
Tuesday 8

Total Hours 40

m Back Cancel

Week Totals

Regular

Overtime

Comp Time Earned
Holiday/Emergency
Time Off

Total Paid Hours

8. Review Daily and Week Totals. Confirm that adjustments are recorded correctly.

(1) _
Information:

e The Daily Totals section displays the total hours entered by day for the week.

e The Week Totals section displays the applicable weekly balances (in hours) by category. For
example: Regular Hours, Comp Earned, Comp Time Taken, Overtime, Holiday/Emergency, Time

Off, etc.

e If you need to change or add something after the review of your totals, click the Back button to go

back to the previous screen.

9. Click the Save “ button.

IMPORTANT: You'll lose the time you just entered if you leave the page without saving.

10. After adjustments are saved, you must submit the corrected entries for approval.

L1
\n) Information: Time should be submitted at the end of the pay period or as directed by your

supervisor.

11. The System Task is complete.
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